
 

 


 
 

 

 
 

 
 

VACANCY ANNOUNCEMENT 
          ANNOUNCEMENT NUMBER – 23 - 08 
 

OPEN TO: All Qualified Candidates  
 

POSITION: Librarian, FSN – 9; FP- 5 
 (Salary approx. Tk. 52,000+ per month)  
          

Trainee Librarian, FSN – 8; FP- 6  
         (Salary approx. Tk. 42,000+ per month) 
 

Depending on qualifications and experience incumbent 
may be hired at a lower trainee grade level. 

 

OPENING DATE: April 29, 2008 

 
CLOSING DATE: May 13, 2008  
 

WORK HOURS: Full-time; 40 Hours/5 days per week 

 
 
 

NOTE:  ALL APPLICANTS MUST BE RESIDING IN BANGLADESH AND 

HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE 
ELIGIBLE FOR CONSIDERATION. 
 

The U.S. Embassy in Bangladesh is seeking applications for the position of 
Librarian for the U.S. Library of Congress (LOC) office. 

 
 

HUMAN RESOURCES OFFICE 
U.S. EMBASSY DHAKA 



 

 

 
BASIC FUNCTION:  Acquires research quality publications in all formats and 
languages published in Bangladesh for the collections of the Library of 

Congress in Washington D.C., and libraries of American universities who 
participate in the South Asian Cooperative Acquisitions Program (SACAP).  

Incumbent stays abreast of the socio-political, economic, cultural, religious 
and legal developments in Bangladesh and ensures that whatever “in-scope” 
materials are published or are available through non-commercial and other 

non-conventional sources, are acquired in a cost-effective and timely manner, 
either personally or via commercial vendors in Bangladesh. Supervises one 

Library Technician. 
 
MAJOR DUTIES AND RESPONSIBILITIES: 

 
 Incumbent bears complete responsibility for the successful 

administration of acquisition programs relating to materials in all formats 

published in Bangladesh, determining the most appropriate manner of 
acquisition: purchase, gift or exchange. Evaluates the Purchase, Exchange 

and Gift Acquisitions Program in Bangladesh and prepares annual reports of 
these activities. Initiates, negotiates and maintains exchange and gift 
agreements with government institutions, religious institutions, research 

institutes, professional and academic societies, non-governmental 
organizations, civil societies, universities. referring problematic and 
controversial situations to the Director. Prepares and submits to New Delhi 

Office monthly acquisitions reports and statistics for materials received. Must 
keep abreast of developments in Bangladesh by any means possible, including 

travel, reading, additional classes, etc.  Makes acquisitions trips as required 
and submits trip reports to New Delhi.  Maintains an awareness of the 
commercial, non-commercial and governmental publishing trade in 

Bangladesh. Establishes and maintains contacts with large and small 
publishers, civil societies, research institutes as well as individual authors and 

scholars, etc. Solicits donations and gifts for the collections.  Enhances 
exchange agreements and detects actual and potential problems in the 
execution of these agreements to ensure that the Library’s interests and 

collections are protected. Maintains automated and manual files regarding the 
Exchange and Gift program.  
 

 Monitors and evaluates the performance of LOC book vendors for 
commercial publications. Keeps them informed about the changes in 

requirements for the collections of the Library of Congress and American 
universities. Searches other vendors’ catalogs and other universities’ library 
holdings to ensure comprehensiveness of titles supplied. Prepares written or 

oral reports, recommends renewal, modification or cancellation of  



 

 

 
contract to the Director and subsequently takes further appropriate action, as 
directed. If needed, suggests alternate sources of supply, based on comparison 

with current vendor’s performance.    
 

 Selects library materials and sends to New Delhi for final selection. 
Creates initial bibliographic records as needed.  Authenticates and verifies 
vendors’ invoices for approval by the Director.    

 
 Initiates and follows up on claims for missing issues of serials as well as 

other library materials in all formats. 

 
 Supervises one Library Technician. Administers and is accountable for a 

revolving fund of petty cash. Responsible for office space management.   
 

QUALIFICATIONS REQUIRED:  
 

1. Education:  Completion of Masters Degree in Humanities or Social Sciences or 
Library Science from a recognized University. 

 
2. Language Proficiency:  Level IV (Fluent) in both English and Bangla.  

English language proficiency will be tested at the time of selection. 
 

3. Prior Work Experience:  Five years of progressive responsibility, managing 

a book acquisitions program in libraries, educational institutions, publishing, 
non-governmental organization, etc, of which at least one year must be 

supervisory experience.  
 
4. Knowledge:  South Asian Studies, especially in relation to Bangladesh and 

principles of librarianship, especially acquisitions.  Expert knowledge and 
understanding of political and social sciences, literature, and history of 
Bangladesh. A thorough understanding of the organization and structure of 

cultural and social institutions in Bangladesh, including but not limited to, 
publishing and book trade, libraries, higher education, government agencies, 

societies, and non-governmental organizations.  
 
5. Skills and Abilities:   
  
 

 Excellent research skills to be able to identify and locate sources of 

acquisitions for Bangladeshi commercial and non-commercial materials, 
especially in response to current developments. Must be able to apply 
specialized knowledge to problems in the area of acquisitions of research 

materials. 



  

 

 

 
 Must have good persuasion and negotiation skills.  Excellent judgment 

and discrimination in the interpretation and application of acquisition 
policies to acquire the materials desired by LC and SACAP participants.   

 
 Ability to use automated systems that support library acquisitions and 

accounting. 

 
SELECTION PROCESS: 

It is essential that the candidates address the required qualifications above in 
the application.  Applicants who do not provide evidence that they meet 

the above qualification requirements may not be considered.  When 
equally qualified, US Citizen Eligible Family Members (AEFMs) and U.S. 

Veterans will be given preference.   
 
ADDITIONAL SELECTION CRITERIA:  
 

1. Management will consider nepotism/conflict of interest, and residency      
status in determining successful candidacy. 

 
2. Current employees serving a probationary period are not eligible to apply. 

 
3. Currently employed US Citizen EFMs who hold a FMA appointment or PSA 

are ineligible for advertised positions within the first 90 calendar days of 

that appointment. 
 
4. Currently employed Not Ordinarily Residents (NORs) hired under a 

Personal Services Agreement (PSA) are ineligible to apply for advertised 
 positions within the first 90 calendar days of their employment, unless 

currently hired on a When Actually Employed (WAE) work schedule. 
 
5. The candidate must be able to obtain and hold a security clearance. 

 
TO APPLY: 

 
Interested candidates are requested to submit the following: 
 

1. Bangladeshi candidates will submit the "Application for Employment  
as a Foreign Service National" form either By Hand with No Envelope or  
FAX at 9887825.  Blank application forms are available at South barrier 

(near the Vatican Embassy) and in the Human Resources Office, Ext. 2520.  A 
copy is also attached hereto for your convenience.  



 

 

 

 
Application Form 

 
2. Interested AEFM, EFM, MOH, and local resident Americans are 

requested to submit a letter of application stating their interest along 
with updated OF-612 (Application for Federal Employment).  A copy is also 
attached hereto for your convenience.  

 
 
OF-612 

 
Candidates who claim U.S. Veterans preference must provide a copy of 

their Form DD-214 with their application. 
 
ONLY complete and up-to-date application forms with an original 

photograph of the applicant will be accepted.  Inaccuracies, omissions or 
false statements may be cause for disqualification or termination of 

employment.  Information given on the application may be verified at 
anytime.  CV's with any other documents (e.g. certificates, awards, copies of 
degrees earned) will not be accepted in lieu of the Application Form.  

 
SUBMIT APPLICATION TO:  
 

Human Resources Office 
Attention:  HRO 

Address: Embassy of the United States of America 
Madani Avenue, Baridhara 
Dhaka – 1212 

 
 

POINT OF CONTACT: 
Human Resources Assistant 
Telephone # 885-5500, Ext:  2520 

Fax # 9887825 
 
DEFINITIONS: 

 
1. EFM:  Family Members at least age 18 listed on the travel orders of a 

Foreign of Civil Service or uniformed service member permanently assigned to 
or stationed to a US Foreign Service post or establishment abroad with a USG 
agency that is under COM authority who do not meet the definition of AEFM. 

 

http://10.208.1.12/VACANCY%20ANNOUNCEMENTS/APPFRM.PDF
http://10.208.1.12/VACANCY%20ANNOUNCEMENTS/APPFRM.PDF
http://10.208.1.12/Vacancy%20Announcements/OF-612.pdf


 

 

 

 
2. AEFM:  A type of EFM that is eligible for direct hire employment on either a 

Family Member Appointment (FMA) or Temporary Appointment (TEMP) provided 
s/he meets all of the following criteria: 

 

-- US citizen spouse or child 
-- On travel orders 
-- 18 years of age 

-- Residing @ post 
-- Does not receive a USG annuity or pension 

 
3. Member of Household (MOH):  Foreign born spouses, dependent children, 
unmarried partners, parents, other relatives, or adult children who fall outside 

the department’s current legal and statutory definition of EFM. 
 
NOTE:  òMembers of the same family (father, mother, spouse, child, brother, 
sister, uncle, aunt, first cousin, niece, nephew, grandparent or grandchild,  
in -laws  or step -relatives) will not be employed at the same time in the same  
agency unless it is in the best interests of the Mission and approved by the 
Director of the agency involved.  In no case will family members be employed in 
the same working unit of an agency.ó 
 
The US Mission in Dhaka provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, 
color, religion, sex, national origin, disability, political affiliation, 
marital status, or sexual orientatio n.  The Department of State also 

strives to achieve equal employment opportunity in all personnel 
operations through continuing diversity enhancement programs.  

 
Cleared by: 
HRO: LOC: MGT 
 


